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1. INTRODUCTION

This manual was written as a resource for Exchange Visitor Program Sponsor users, that is,
Responsible Officers (ROs) and Alternate Responsible Officers (AROs) of the Student and
Exchange Visitor Information System (SEVIS). It is presented in two separate volumes in order
to delineate the Form DS-2019, and Form DS-3036, DS-3037, and other program updates. This
volume addresses the procedures for creating, issuing, and modifying Forms DS-2019 for
exchange visitors (EVs) and dependents.

1.1 Purpose of SEVIS

SEVIS facilitates timely reporting and monitoring of international students, EVs, and their
dependents in the United States. SEVIS is an Internet-based application for electronically
monitoring and reporting on these individuals. SEVIS enables program sponsors and schools to
transmit electronic information to the Immigration and Customs Enforcement (ICE) bureau and
the Department of State (DoS) throughout a student’s or EV’s program in the United States.

SEVIS enables the submission of designation applications. Once designated as an Exchange
Visitor Program sponsor, users may update program sponsor information, submit updates to DoS
that require approval, and create and update J-1 EV and J-2 dependent records (that is,
accompanying spouse and dependent children records). The DoS Office of Exchange
Coordination and Designation has the capability to review and approve updates made to program
sponsor and EV records using SEVIS, and ROs and AROs will be notified via email of the
results.

This manual contains instructions for accessing SEVIS with a permanent user identification (ID)
and password; creating and processing Forms DS-2019, Certificate of Eligibility for Exchange
Visitor (J-1) Status; viewing alerts on EVs; and viewing and printing a variety of reports.

Once a program sponsor has been authorized to use SEVIS, all Forms DS-2019 must be created
in and issued from SEVIS. Once an EV’s data are entered in SEVIS, program sponsor officials
must update the EV’s record and report on the events as required by the regulations. See 22
Code of Federal Regulations (CFR) 62, Subpart F, of the Exchange Visitor Program regulations
for a detailed explanation.

1.2 Privacy Act Considerations

Access to SEVIS is restricted to authorized users. SEVIS contains confidential information
concerning foreign students, EVs, and their dependents. Unauthorized access to and disclosure
of this information could affect the privacy to which individuals are entitled under Section 552a
of Title 5, U.S. Code. This information is protected by the Privacy Act, as well as by Federal
and agency regulations. Exhibit 1, Criminal Penalties, provides information on the penalties for
unauthorized access and disclosure of this information.
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Exhibit 1: Criminal Penalties

Criminal Penalties

(1) Any officer or employee of an agency, who by virtue of employment or official position, has
possession of, or access to, agency records which contain individually identifiable information,
the disclosure of which is prohibited by U.S. Code Section 552a or by rules or regulations
established thereunder, and who knowing that disclosure of the specific material is so prohibited,
willfully discloses the material in any manner to any person or agency not entitled to receive it,
shall be guilty of a misdemeanor and fined not more than $5,000.

(2) Any officer or employee of any agency who willfully maintains a system of records without
meeting the requirement to publish a notice in the Federal Register regarding the existence and
character of the system of records, shall be guilty of a misdemeanor and fined not more than
$5,000.

(3) Any person who knowingly and willfully requests or obtains any record concerning an
individual from an agency under false pretenses shall be guilty of a misdemeanor and fined not
more than $5,000.

1.3 Security Reminder

SEVIS was developed to maintain multiple levels of security in both the real-time and batch
systems to help protect against unauthorized access. One of the most important actions that you
can take is to safeguard your user ID and password. Your SEVIS user ID and password are
intended for your use only. Do not share your user ID and password with any other person and
do not keep a written record of your user ID and/or password in a location that can be accessed
by others. For program sponsor officials, the Exchange Visitor Program regulations (22 Code of
Federal Regulations [CFR] 62.71(b) and 62.79(a)(3)) specifically address this issue.

If you suspect that your password has been compromised, you can reset it using the Change
Password or Request Password Reset link on the SEVIS Login screen located at
https://egov.immigration.gov/sevis/. Alternatively, you can contact the SEVIS Help Desk at
1-800-892-4829 to have your password reset.

If you believe that an unauthorized person has obtained access to international student or
exchange visitor data in one of your internal systems (e.g., local batch system) or if you believe
an unauthorized person has gained access to SEVIS, please notify the Department of Homeland
Security (DHS) Help Desk immediately at 1-888-347-7762. The DHS Help Desk is staffed 24
hours a day and can assist with security concerns only. All other SEVIS concerns or questions
should still be directed to the SEVIS Help Desk at 1-800-892-4829. When calling the DHS Help
Desk to report a security concern, it will be helpful to have the name(s) and contact information
for the Principal Designated School Official/Designated School Official (PDSO/DSO),
RO/ARO, and school or program technical and security contacts, as appropriate.

The DHS Help Desk will contact the Student and Exchange Visitor Program (SEVP) office
immediately. SEVP will work with you to take appropriate steps to protect and prevent loss of
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SEVIS information. Such actions to be taken may include issuing new SEVIS user IDs and
passwords as well as loading new security certificates for the SEVIS batch upload process, if
applicable. Additionally, school and sponsor officials who believe that their internal systems
may have been compromised should follow their local formal security procedures.

System security is a serious matter. SEVP is committed to addressing any system security
concerns or issues that may arise.

If you need assistance, please contact the SEVP office at 202-305-2346.

14 Disclaimer

All people, schools, programs, email addresses, and events depicted in this document are
fictitious, and no similarity with any real persons or entities, living or deceased, is intended or
should be inferred.

The term “status” is used extensively throughout this manual. Unless otherwise noted, the term
“status” refers to the EV’s or dependent’s status in SEVIS.

1.5 Glossary
Appendix A, Acronyms and Abbreviations, includes a list of terms, abbreviations, and acronyms
used in this document.
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2. DESCRIPTION OF SYSTEM FUNCTIONS

The following sections provide step-by-step instructions for using SEVIS. Included are
directions for creating, issuing, and modifying Forms DS-2019 for EVs and dependents. Other
program sponsor updates are discussed in Volume I of this manual.

21 Overview of Screen Components
This section explains SEVIS screens and their components and how to navigate through the
application.

Exhibit 2, Listing of Programs and Screen Components, is an example of the screen that displays
when logging into SEVIS. It includes various options that are available on the navigation bar
and links that are available from within the list of program sponsors. The screen components are
labeled with the terms used in this manual.

Exhibit 2: Listing of Programs and Screen Components

a SEYIS ] Eligibility Launch Page - Microsoft Internet Explorer = |ﬁ' ”
File Edit ‘iew Favorites Tools  Help | :,4
@Back - -\-) e u @ ;h |/:__) Search ‘;‘\'{Favorites @Media €}| [_':v .,_;_ A - _J ﬂ

Address I&https:,l’,l’egov.immigration.gov,l’sevis,l’ j Go | Links

ey US. Immigratiol <8 o
| ahd Customs =3 Student & Exchange Visitor
= Enforcement - v } . k| Information System
elp oria 0go ARD. RO

Listing of Programs

* Indicates an alert for that program

Name of Projram Location {City /State) Status Role Commands

Aviation School Nf Fairfax Fairfax, ME PROGRAM ACTIVE RO Search Mew Exchange Wisitor * Alerts  EV Lists Reports
Mational School o Music wanabell, va PROGRAM ACTIVE ARC  Search Mew Exchange Visitor EM Listz Reports
The Cretian Instituke Fairfax, LA PROGRAM ACTIVE RO Search Mew Exchange Wisitor EY Lists Reports
The Pig Farming Inditute Fairfax, KS PROGRAM ACTIVE RO Search Mew Exchange Wisitor * Alerts EW Listz FReports
Training Institute Fairfax, LA PROGRAM ACTIVE RO Search Mew Exchange Wisitor EW Lists Reports

/
~

Links
Navigation Bar
SEVIS
Role
Browser Toolbar
(&] Done ’_ ’_ E [ Local intranet
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211

SEVIS Screen Components

The following is a list of components that may be available on SEVIS screens.

21.2

Browser Toolbar—This is the toolbar displayed by the browser used to access SEVIS.

Navigation Bar—The navigation bar lists the role for the logged-in user and the
following functions:

— Main—Used to access the Main screen or, if performing as a program sponsor user
and a school user, the screen from which you select either the Listing of Programs
(J visa) or Listing of Schools (F and M visas) link to display the programs or schools
for which you are an authorized user

— Help—Used to access Online Help for SEVIS

—  Tutorial—Used to view a brief demonstration of how to use SEVIS
— Logout—Used to exit the system

Links—Click underlined text to advance to a different screen within SEVIS.

Additional SEVIS Screen Components

Additional screen components that display on some SEVIS screens include the following:

213

Scroll Bar—This is the part of a window that enables users to see additional information.
SEVIS uses scrollbars on the bottom and/or the right side of some windows.

Fields—These are areas on the windows where data may be typed or selected or in which
system-generated data are displayed.

Buttons—These buttons allow users to process data and move between screens. SEVIS
uses the following types of buttons:

— Command Buttons—Click to execute a command. For example, clicking this button

PrntDS-2019 | o\l you to print a copy of the Form DS-2019.

— Radio Buttons Click to make a selection. Only one radio button may be
selected at a time.

Other Input methods

— Check Boxes o —Click to make one or more selections. Click the check box again

to remove the check mark.

— Drop-down lists [z1—Click the down arrow to display a list and then make a
selection.

Online Help Functions

Online Help is always available by clicking the Help link on the navigation bar at the top of
SEVIS screens. Doing so opens a new browser window containing Online Help. The left panel
(part of the window) contains a list of Online Help topics, and the right panel contains the text
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associated with the Online Help topic selected. See Exhibit 3, Navigation Bar—Help Link, for
the location of the Help link.

Exhibit 3: Navigation Bar—Help Link

A UL, ImmigrationSs
.| and Customs
Y Enforcement

Student & Exchange Visitor SEVIS
Information System

Main | Help | Tutorial | Logout

Help Link

2.1.3.1 Online Help Table of Contents

To use the Online Help table of contents, perform the following:

1. Click the Contents (@) button.

2. In the left panel, click a folder to display a list of topics.

3. Click a topic name to view the Online Help text for that topic in the right panel.

Note: The Online Help requires the use of Java Script; it does not function properly if Java
Script is disabled.

2.1.3.2 Online Help Index
To use the index, perform the following:
1. Click the Index (@) button.

2. Enter a keyword or partial keyword in the text box provided,
or
Scroll through the list using the scroll bar on the right side of the left panel.

3. Select a keyword in the left panel to view the Online Help text for the topic in the right panel.
If a key word that is associated with multiple topics is selected, a small selection list
displays; select the appropriate topic from the list and the information displays in the right
panel.

2.1.3.3 Search
To search on a word or phrase, perform the following:
1. Click the Search (@) button.

2. Type search criteria in the text box provided and press the Enter key. The results of the
search will display in the left panel as a list of topics containing the word or phrase entered.

3. Click a topic name to view the Online Help text for that topic in the right panel.
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2.1.3.4 Show/Hide Left Panel
To hide and show the left panel of the Online Help screen, perform the following:

1. To hide the left panel, click the Hide (@) button in the upper-right corner of the left panel.
2. Click the Contents (@), Index (m), or Search (@) button to restore the left panel.

2.1.3.5 Jumps

To use the jump feature, perform the following:

1. When viewing the Online Help text for a topic in the right panel, click an underlined word or
phrase to jump to a new topic.

2. To return from a jump, click the Back button on the browser toolbar.

Note: Some underlined phrases are web links. They are identified by the text that precedes
them. When finished viewing a web page, click the Close (Xl) button in the upper-right corner
of the browser window.

2.1.3.6 Close Online Help
Close Online Help by clicking the Close (Xl) button in the upper-right corner of the Help screen.

2.1.4 Print the Online Help

Printing the Online Help is different for Internet Explorer and Netscape users. It is important to
note that the entire Online Help cannot be printed, no matter which browser is used. Only the
topic currently being viewed may be printed (that is, one topic at a time).

2.1.4.1 Internet Explorer Users
To print an Online Help topic using Internet Explorer, perform the following steps:
1. Click anywhere in the right panel.

2. Click the Print ( & ) button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
Click anywhere in the right panel.

Select Print from the File menu. A Print window displays.

If necessary, click the General tab to move it on top of the other tabs.

b=

Ensure that the appropriate printer is selected in the Select Printer list. If not, select the
correct printer from the list.

5. Click the Print ( 8 ) button to print to the designated printer.
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2.1.4.2 Netscape Users
To print an Online Help topic using Netscape, perform the following steps:
1. Click anywhere in the right panel.

2. Click the Print ( i ) button on the browser toolbar. The topic currently being viewed prints
to the designated printer.

or
1. Click anywhere in the right panel.

2. Select Print from the File menu. A Print window displays.

3. Ensure that the appropriate printer is selected in the Printer Name drop-down list. If not,
select the correct printer from the list.

4. Click OK to print to the designated printer.

2.1.5 Tutorial

To view a SEVIS demonstration, click the Tutorial link on the navigation bar. Follow the
instructions on the screens of the demonstration. Click the Close (Xl) button in the upper-right
corner of the window to close the demonstration at any time.

Note: The tutorial cannot be viewed using versions of Netscape lower than 4.79. If using an
older version, go to the Netscape web site and download Version 4.79 (or higher). Also, for best
results, the online tutorial should be viewed using a 17-inch or larger monitor with a monitor
setting of 1024x768.
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2.2 Accessing SEVIS
SEVIS requires use of the following:

e Internet Explorer Version 5.0 or higher or Netscape Version 4.7 or higher
e Adobe Acrobat Version 5.0 or higher

e Laser printer—Laser Postscript printer with 32MB of RAM (96MB is recommended) or
a Laser printer with 32MB of RAM (64MB is recommended).

An authorized user must have a permanent user ID and password to access SEVIS. When
approved to use SEVIS, you will receive an email message containing your user ID and a second
message containing a secure link to SEVIS. The secure link is associated with your user ID and
is active until you create your password. It may only be used to create a password for your

user ID.

To create your password, perform the following:

1. Click the link contained in the email message. The system displays the Set Password screen
as shown in Exhibit 4, Set Password Screen.

Exhibit 4: Set Password Screen

Customs

Immigration ' "—
IC

Student & Exchange ¥Visitor EVI
Information System

Welcome to the SEVIS system.

Username:
Password:
Confirm password:

Set Password

2. Enter your user ID in the Username field.

3. Enter your password in the Password field. Refer to Section 2.2.1, Guidelines for
Passwords, for instructions on creating a password.

4. Enter your new password again in the Confirm Password field.

5. Click the Set Password button. The system displays a message stating that you have
successfully created a password. If the password is not successfully created, a message
indicating the reason will display and you will be able to enter the appropriate data.
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6. Once the password is successfully created, click OK and the system displays the SEVIS
Login screen. Exhibit 5, SEVIS Login Screen, is an example of the screen.

Note: After creating your password, use the SEVIS Login screen
(https://egov.immigration.gov/sevis/) to access SEVIS and perform all of your SEVIS-related
tasks.

Exhibit 5: SEVIS Login Screen

A2 o
= . “‘ Student & Ex_c ange Visitor Y |
ey .”‘ Ap Information System
. -

2.2.1 Guidelines for Passwords

The email you receive from SEVIS when approved to use SEVIS provides the specific
requirements for SEVIS passwords. General guidelines for SEVIS passwords are as follows:

¢ You cannot reuse your previous six passwords.

e SEVIS passwords have a maximum life span of 90 days. When logging into SEVIS after
90 days, the system automatically displays the Change Password screen. See Section
2.2.1.1, Change Password Every 90 Days, for instructions.

e Protect your password. If you suspect that your password has been compromised and
you are unable to change it using the Change Password link or the Request Password
Reset link, contact the SEVIS Help Desk (1-800-892-4829) to have your password reset.

10
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e SEVIS user IDs and passwords are suspended after three unsuccessful log-in attempts.
Use the Request Password Reset link on the SEVIS Login screen or contact the SEVIS
Help Desk (1-800-892-4829) to have your access to SEVIS reinstated.

e Do not share your SEVIS user ID and password. At no time and under no circumstances
is your SEVIS user ID and password to be shared with anyone, either on a transitory or
permanent basis.

2.2.1.1 Change Password Every 90 Days

You must change your password every 90 days. After 75 days, when you log into SEVIS, the
system displays a message asking if you would like to change your password at that time. If you
click the Cancel button, you will be logged into the system. Clicking OK will display the
Change Password screen. After 90 days, when logging into SEVIS, the system automatically
prompts you to change your password.

To change your password, perform the following:
1. Enter your current password in the Old Password field.

2. Enter your new password in the New Password field.

Note: You cannot reuse your previous six passwords.
WARNING: Be careful when entering a password.

e Caps Lock—Passwords are case sensitive. When creating a password using a mix of
uppercase and lowercase letters, it must always be entered that way. If the Caps
Lock key on the keyboard is turned on and you intend to enter “abcdeF#9” the
system reads the following password: ABCDEf#9. To SEVIS, these passwords are
not the same.

e Numeric Keypad—If using the numeric keypad to enter numbers, be sure to turn on
the Num Lock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

3. Enter your new password again in the Confirm New Password field.

4. Click the Change Password button. The system displays a message indicating that the
password has been changed. If the password is not successfully created, a message stating
the reason displays and you will be able to enter the appropriate data.

5. Click OK to display the SEVIS Login screen. Be sure to use your new password when
logging into SEVIS.
Note: If at any time, you suspect that your password has been compromised and you are not

able to change it using the Change Password or the Request Password Reset link, contact the
SEVIS Help Desk (1-800-892-4829) to have your password reset.

11
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2.2.1.2 Change Password Voluntarily

You may change your password as often as once a week using the Change Password link on the
SEVIS Login screen. To change your password, perform the following:

1. Click the Change Password link on the SEVIS Login screen. The system displays the
Change Password screen.

2. Enter your SEVIS user ID in the User Name field.

3. Enter your current password in the Old Password field.
4. Enter your new password in the New Password field.
Note: You cannot reuse your previous six passwords.
5. Enter your new password again in the Confirm New Password field.

6. Click the Change Password button. The system displays a message stating that the
password has been changed.

7. Click OK to display the SEVIS Login screen. Be sure to use your new password when
logging into SEVIS.

2.2.1.3 Request Password Reset

The Request Password Reset option is available for users to request a new SEVIS password.
Use this function for any of the following reasons:

¢ You have forgotten your SEVIS password.
e Your SEVIS account is locked due to three unsuccessful log-in attempts or 90 days of
inactivity.

¢ You suspect that your SEVIS password has been compromised and you are unable to use
the Change Password function.

To request to have your password reset, perform the following:
1. Click the Request Password Reset link on the SEVIS Login screen. The Request Password
Reset screen displays.

2. Enter your SEVIS user ID in the User Name field.

3. Click the Submit Request button. A message displays stating that the request has been
submitted to SEVIS.

Note: An email is sent to the email address associated with the SEVIS user ID. It provides
instructions for creating a new SEVIS password.

2.2.2 Additional Information About the SEVIS Login Screen
Additional information about the SEVIS Login screen follows:

e Reset button—Click this button to clear all entries on this screen.

o Register for New Account link—This link is used to create a temporary user ID and
password and complete the Form DS-3036, Exchange Visitor Program Application. This

12
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link is not used to obtain a permanent user ID and password for program sponsor
officials.

e Change Password link—Use this link to voluntarily change your password. See
Section 2.2.1.2, Change Password Voluntarily, for instructions.

e Request Password Reset link—Use this link if you have forgotten your password or
your SEVIS account is locked. See Section 2.2.1.3, Request Password Reset, for
instructions.

Note: After 20 minutes of inactivity, your session will time out and you will have to log in again
in order to use SEVIS. This will also happen if you log out of the system improperly; that is
using the Close (Xl) button in the upper-right corner of the browser window. Always use the
Logout link on the navigation bar to properly exit SEVIS.

2.2.3 Log Into SEVIS

When accessing SEVIS via the Internet (https://egov.immigration.gov/sevis/), a Security Alert
screen displays. Click the Yes button to continue to the SEVIS Login screen (Exhibit 5).

Note: After creating your initial password, use the SEVIS web site to access SEVIS and
perform all of your SEVIS-related tasks.

To log into SEVIS, perform the following:

1.
2.
3.

Access the SEVIS Login screen at https://egov.immigration.gov/sevis/.

Enter your user ID in the User Name field.

Enter your password in the Password field.
WARNING: Be careful when entering a password.

e Caps Lock—Passwords are case sensitive. When creating a password using a mix of
uppercase and lowercase letters, it must always be entered that way. If the Caps
Lock key on the keyboard is turned on and you intend to enter “abcdeF#9” the
system reads the following password: ABCDEf#9. To SEVIS, these passwords are
not the same.

e Numeric Keypad—If using the numeric keypad to enter numbers, be sure to turn on
the Num Lock key. Otherwise, enter numbers using the keys above the top row of
alphabetic characters on the keyboard.

Press the Enter key or click the Login button. The system displays a screen containing
important information about the Paperwork Reduction Act.

Read the information and then click the I Have Read and Understand This Notice button
to continue. The Listing of Programs screen displays. Exhibit 6, Listing of Programs
Screen, is an example of the screen.

13
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Exhibit 6: Listing of Programs Screen

& us. immigratioll - —
4 %) and Customs 3 p Tk

Student & Exchange Visitor
Information System

forcement

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout
Listing of Programs

* Indicates an alert for that program

Name of Program Location (City fState) Status Role Commands

Adler University Frackuille. WA PROGRAM ACTIVE ARC Search Mew Exchange Visitor * Alerts EV Lists Reports
Mational School of Music Highs pire, WA PROGRAM ACTIVE RO Search Mew Exchange Visitor EV Lists Reparts
The Cretian Institute Danvile, WA PROGRAM ACTIVE RC Search Mew Exchange Visitor EW Lists Reports
The Howmnan Program Hartley, WA PROGRAM ACTIVE ARC Search Mew Exchange Visitor * plertz EW Lists Reports
The Farming Institute hinnietan, WA PROGRAM ACTIVE RO Search Mew Exchange Wisitor * plertz EW Lists Reports
Training Institute Exeter, VA PROGRAM ACTIVE RO Search Mew Exchange Wisitor EV Lists Reports

2.24 Log Out of SEVIS

To exit SEVIS at any time, click the Logout link on the navigation bar as shown in Exhibit 7,
Navigation Bar—Logout Link.

WARNING: If you click the Close (%) button in the upper-right corner of the browser
window, you must wait 20 minutes before you can log back into SEVIS. If you try to access the
system before the end of 20 minutes, the following message will display: “A user is already
logged on with this user name.” Use the Logout link on the navigation bar to properly exit
SEVIS.

Exhibit 7: Navigation Bar—Logout Link

2, U&lmmlgrmo [ -
| and Customs ] Student & Exchange Visitor
¥ Enforcement -— A - Information System

Main | Help | Tutorial | Logout

Logout Link

Note: If the system should lockup at any time, click the Close (Xl) button in the upper-right
corner of the browser window to exit SEVIS. If you try to access the system before the end of
20 minutes, the following message will display: “A user is already logged on with this user
name.”

14
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2.3 Exchange Visitor Search

After logging into SEVIS, the system displays a list of programs associated with your user ID.
You may search for an EV or dependent record in any of the programs for which you are
assigned a role. Exhibit 8, Listing of Programs Screen—Search Link, shows the location of the
Search link on the screen.

Note: When performing a search, the system queries only the sponsor data associated with the
search link selected. This search function does not query any other records. To search for EVs
in another program, click the Search link for the appropriate program.

Exhibit 8: Listing of Programs Screen—Search Link

US. Immigration
and Customs
Enforcement

o
F-l Student & Exchange Visitor EVI
=1y Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout
Listing of Programs

* Indicates an alert for that program

Name of Program Location (City fState) Status Role Commands

Adler University Frackuille. WA PROGRAM ACTIVE ARC Search Mew Exchange Visitor * Alerts EV Lists Reports
Mational School of Music Highs pire, WA PROGRAM ACTIVE RO Search Mew Exchange Visitor EV Lists Reparts
The Cretian Institute Danvile, WA PROGRAM ACTIVE RC Search Mew Exchange Visitor EW Lists Reports
The Howmnan Program Hartley, WA PROGRAM ACTIVE ARC Search Mew Exchange Visitor * plertz EW Lists Reports
The Farming Institute hinnietan, WA PROGRAM ACTIVE RO Search Mew Exchange Wisitor * plertz EW Lists Reports
Training Institute Exeter, VA PROGRAM ACTIVE RO Search Mew Exchange Wisitor EV Lists Reports

Search Link

To perform a search, complete the following:

1. On the Listing of Programs screen, click the Search link to the right of the name of the
program whose records will be searched. The system displays the Exchange Visitor Search
screen. Exhibit 9, Exchange Visitor Search Screen, is an example of the screen.

15
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Exhibit 9: Exchange Visitor Search Screen

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Exchange Visitor Search
Required fields are marked with an asterisk {*).
Select Sort Option, Search By, Search Type and Search Criteria.

Farnily Mame =
)

02/22/2004 (Monday)
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. Enter or select the necessary search criteria. Required sections and fields are marked with an
asterisk (*). The following is a list with explanations of the sections and fields on this

screen.

Note: Provide as many search criteria as possible to obtain a manageable list of results. The
system may require additional time to obtain the results of a search that includes only one

search criterion.

Field

Description/Explanation

* Sort Option section

The sort options are required fields; both must be
completed.

* Sort By

Select the Sort By option from the drop-down list.

* Sort Direction

Select the Sort Direction, either Ascending or
Descending.

* Search By section

Select either Exchange Visitor or Dependent.

* Search Type section

Select one radio button and complete the associated
fields.

SEVIS ID

Click this radio button and enter a valid SEVIS ID in
‘N1234567890° format.

Note: When searching by the SEVIS ID, it does not
matter whether Exchange Visitor or Dependent is
selected in the Search By section. If the SEVIS ID
matches, the results will display. Therefore, if the
SEVIS ID of a dependent is entered, but Exchange
Visitor is selected in the Search By section, the
dependent will still show in the results.

Personal Information

Click this radio button and complete the following fields,
as applicable. Completion of the Family Name field is
required; the other fields in this section are optional.

* Family Name

Enter the family name of the EV or dependent. If
necessary, use the asterisk (*) wildcard. Enter at least
three characters of the family name, preceded and/or
followed by *; for example:

e joh* may return a list containing family names
such as Johnson, Johanson, and Johannes.

e *son may return a list containing family names
such as Mathison, Johnson, and Gleson.

e *apg* may return a list containing family names
such as Angelus, Langley, and Wang.

First Name Enter the first name of the EV or dependent.
Date of Birth Enter a date of birth in MM/DD/YYYY format.
Gender Select an option from the drop-down list.
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Field Description/Explanation
Country of Birth Select a country from the drop-down list.
Country of Citizenship Select a country from the drop-down list.
Country of Legal Select a country from the drop-down list.

Permanent Residence

All Exchange Visitors or
Dependents

Click this radio button to search on all EVs or
dependents in this program.

* Search Criteria section

Click one radio button and complete the associated
fields.

None

Click this radio button when searching on a SEVIS ID.
This option is valid only when the Search Type is
SEVIS ID.

Search By Category

Click this radio button and complete the following fields
as applicable.

* Category

Select a category from the drop-down list.

Subject/Field Code

To select the field the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen and make a selection from the Category
drop-down list.

2. Click the Search button to view the list of subjects
for the category selected. Find the subject that most
closely matches the student’s field of study and click
its code at the left end of the row. The system
automatically returns the Exchange Visitor Search
screen, and the selected subject/field of study
displays on the screen.

3. Ifnecessary, click the Clear button to delete this
information from the Exchange Visitor Search
screen.

Search by Status

Click this radio button and complete the fields as
applicable. Completion of the Status field is required;
the other fields in this section are optional.

* Status

Select a status from the drop-down list.

Program Start Date
Range

Enter the dates for a specific period of time. For
example, 09/01/2005 to 12/31/2005 would return a list of
names of EVs whose program start date is between
September 1, and December 31, 2005.
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Field Description/Explanation

Program End Date Range | Enter the dates for a specific period of time. For
example, 01/01/2006 to 03/31/2006 would return a list of
names of EVs whose program end date is between
January 1, and March 31, 2006.

Country of Birth Select a country from the drop-down list.

Country of Citizenship Select a country from the drop-down list.

Category Select a category from the drop-down list.

Subject/Field Code To select the field the EV will be studying or

participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen and make a selection from the Category
drop-down list.

2. Click the Search button to view the list of subjects
for the category selected. Find the subject that most
closely matches the EV’s field of study and click its
code at the left end of the row. The system
automatically returns the Exchange Visitor Search
screen, and the selected subject/field of study
displays on the screen.

3. If necessary, click the Clear button to delete this
information from the Exchange Visitor Search
screen.

Search by Termination
Reason

Click this radio button and complete the following fields
as applicable. Completion of the Termination Reason
field is required; the other field in this section is optional.

* Termination Reason

Select an option from the drop-down list.

Termination Date Range

Enter the dates for a specific period of time. For
example, 10/01/2005 to 12/31/2005 would return a list of
names of EVs or dependents who were terminated
between October 1, and December 31, 2005.

Search by Inactive Reason

Click this radio button and complete the following fields
as applicable. Completion of the Inactive Reason field
is required; the other field in this section is optional.

* Inactive Reason

Select an option from the drop-down list.

Inactive Date Range

Enter the dates for a specific period of time. For
example, 10/01/2005 to 12/31/2005 would return a list of
names of EVs or dependents whose status became
Inactive between October 1, and December 31, 2005.
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Field Description/Explanation

Search by Invalid Reason Click this radio button and complete the following fields
as applicable. Completion of the Invalid Reason field is
required; the other field in this section is optional.

* Invalid Reason Select an option from the drop-down list.

Invalid Date Range Enter the dates for a specific period of time. For
example, 10/01/2005 to 12/31/2005 would return a list of
names of EVs or dependents whose status became
Invalid between October 1, and December 31, 2005.

3. Click the Search button. The system displays a list containing the EV or dependent names
that match your search criteria, if any. Exhibit 10, Search Results Screen, shows an example
of the search results list.

Exhibit 10: Search Results Screen

F Student & Exchange Visitor SEVIS
Information System
L, -

5 US, Imm:gnllo\
and Cusmms

Meyer Institute of Dance
Program Number: P-4-10729

Search Results

Search Criteria:
Status = ACTIVE

SEYIS ID Family Name First Mame Yisa Status Program Start Date Program End Date Date of Last Update Date of Last Status Change
MOO0O091536 Kozloski Karl J-1  ACTIVE 05/01/2003 04/30/ 2004 01/20/2004 07/23/2003
MOODODE975E Swiper J-1  ACTIVE 04/30/2003 08/ 20/ 2004 11/24/2003 04/29/2003

2 Recs
\ 02/27/2004 (Friday)

Family Name Link

4. Locate the name of the EV or dependent whose record is to be viewed and/or updated and

click the appropriate link in the Family Name column. The system will display the EV’s
record.

Note: Click the Refine Search link at the top of the Search Results screen to return to the
Exchange Visitor Search screen and enter additional search criteria, or change the existing
search criteria and perform another search. Click the New Search link to return to the
Exchange Visitor Search screen and begin a new search (all search criteria will be deleted
from the screen).
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24 Exchange Visitor Lists
SEVIS provides quick access to lists of EVs to view. From these lists, EV records may be

accessed for processing. These lists provide a quick method for program sponsor officials to
access EV and dependent records.

On the Listing of Programs screen (see Exhibit 6), click the EV Lists link (to the right of the
name of a program) and the system will display a screen containing the lists of EVs and
dependents that can be generated. Exhibit 11, Exchange Visitors and Dependents Menu, is an
example of the screen that displays.

Exhibit 11: Exchange Visitors and Dependents Menu

]-Q | Student & Exchange Visitor EVI
- =- Information System

2 ULS, Imm:gr.mon L
.| and Customs
7 Enforcement

L

Main | Help | Tutorial | Logout

National Business Training School
Program Mumber: P-1-10451

Exchange Visitors and Dependents Menu

All Exchange Wizitors and Dependents

Saved Exchange VWisitors and Dependents

Initial Status Exchange YWisitors and Dependents

Active Status Exchange Wisitors and Dependents

Terminated Ststus Exchange Yisitors and Dependents

Tranzferred Status Exchange Vizitors and Dependents

Transferred (OUT) Status Exchange Wizitors and Dependents

Transferred to 5 Hon-SEWIS Sponsor Status Exchange Wisitars and Dependents

Inactive Status Exchange Wizitors and Dependents

Inuvalid Status Exchange YWisitors and Dependents

Mo Show Status Exchange Wisitors and Dependents

Eort of Entry Arvivals

12/01/2003 (Maonday)

Clicking one of these links will display the appropriate list of EVs and/or dependents.

The following lists, in alphabetical order, may be generated:

List Title Description/Explanation
Active Status Exchange Visitors A list of all EVs and dependents whose SEVIS status is
and Dependents Active. The program sponsor has validated the EV’s

participation in his or her program (by entering the
current U.S. address [residence] for the EV). Following
the validation of the EV in SEVIS, the EV is considered
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List Title

Description/Explanation

to be in Active or “valid program” status.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category; program begin and end dates, and
the date of the last update to the record. Click a link in
the Family Name column to see the full record for that
person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

All Exchange Visitors and
Dependents

A list of all EVs and dependents, regardless of status, for
the selected program. See Appendix B, Status Values
for Exchange Visitors and Dependents, for a detailed
explanation of each status value.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), status, date of last status change, and
program begin and end dates. Click a link in the Family
Name column to see the data for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Inactive Status Exchange Visitors
and Dependents

A list of all EVs and dependents whose status is
Inactive. SEVIS assigns the status of Inactive (EV
and/or dependents are out of program status) for one of
the following reasons:

e The EV completes his or her program as
scheduled—Form DS-2019 expires (will display
on the list the day after the program end date)

e The EV completes his or her program early or
withdraws from the program (the RO or ARO
must update the EV’s record)

e A child dependent turns 21 years of age (will
display on the list the day the child dependent
turns 21)

e The spouse gets divorced from the EV or the
spouse and/or dependent dies (the RO or ARO
must update the EV’s record)

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the reason for and date of
their inactivity. Click a link in the Family Name
column to see the data for that person.
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List Title

Description/Explanation

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Initial Status Exchange Visitors and
Dependents

A list of all EVs and dependents whose status is Initial.
The EV and/or dependent records have been created and
submitted to the SEVIS database, but the program
sponsor has not validated the EV’s program. Validation
is the process for updating the EV’s record in SEVIS no
later than 30 days after the program begin date identified
in SEVIS to show that the EV has actually arrived at the
site of activity in the United States identified by the
program sponsor and is participating in his or her
program.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, program begin date, and
submission date of the Form DS-2019. Click a link in
the Family Name column to see the data for that person.
Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Invalid Status Exchange Visitors
and Dependents

A list of all EVs that are in Invalid status. Invalid status
indicates that the EV:

¢ Did not use the Form DS-2019 issued by your
program to obtain a visa

e Used the Form to obtain a visa but did not enter
the United States through a port of entry (POE)
30 days after the program begin date identified in
SEVIS.

Note: When an EV’s Form becomes Invalid, the system
increases the allotment of Forms DS-2019 available to
the program by one.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), program number, country of citizenship,
and the date of last status change. Click a link in the
Family Name column to see the data for that person.
Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.
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List Title

Description/Explanation

No Show Status Exchange Visitors
and Dependents

A list of all EVs and dependents whose status is No
Show. SEVIS assigns the status of No Show when:

e The EV has entered the United States through a
POE and has not been validated in SEVIS 30
days after the program begin date identified in
SEVIS.

e In a transfer situation, the EV has not been
validated in SEVIS 30 days after the effective
date of transfer identified on the Exchange
Visitor Information screen.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), gender,
country of birth, visa type (J-1 or J-2), and No Show
date. Click a link in the Family Name column to see
the data for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Port of Entry Arrivals

A list of all EVs and dependents who have entered the
United States through a POE.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), gender, date
of birth, country of birth, visa type (J-1 or J-2), date of
entry, and program start date. Click a link in the Family
Name column to see the full record for that person.
Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Saved Exchange Visitors and
Dependents

A list of all EVs and dependents whose status is Saved
or Draft. The EV and dependent records have been
saved but not submitted to the SEVIS database.

For each EV and dependent, the list shows the date the
record was saved, family name, first name (if
applicable), gender, visa type (J-1 or J-2), date and
country of birth, and country of citizenship. Click a link
in the Family Name column to see the full record for
that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.
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List Title

Description/Explanation

Terminated Status Exchange
Visitors and Dependents

A list of all EVs and dependents whose status is
Terminated. Termination implies a change from Active
or “valid program” status prior to program completion.
Termination has an adverse, or negative, affect on the
EV’s record and on the record of each dependent of the
EV. Terminated EVs have no benefits; for example,
they cannot apply for an extension, reinstatement, or
change of category.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the reason for and date of the
termination. Click a link in the Family Name column
to see the full record for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Transferred (Out) Status Exchange
Visitors and Dependents

A list of all EVs and dependents whose status is
Transferred Out. The EV has transferred to another
program.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the effective date of transfer.
Click a link in the Family Name column to see the data
for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.

Transferred Status Exchange
Visitors and Dependents

A list of all EVs and dependents whose status is
Transferred. The EV is transferring into your program
but has not yet been validated and is not actively
participating in your program at this time. Note: When
an EV is in this status, his or her record may be updated
and validated by the program to which the EV is
transferring.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the effective date of transfer.
Click a link in the Family Name column to see the full
record for that person.

Click the Return to Lists link to return to the Exchange
Visitors and Dependents Menu screen.
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List Title

Description/Explanation

Transferred to a Non-SEVIS
Sponsor Status Exchange Visitors
and Dependents

Note: The ability to transfer EVs
to a non-SEVIS program is no
longer available. However, there
may be EVs who will always have
this status; they transferred prior to
the date mandated for enrollment of
all Exchange Visitor Programs in
SEVIS.

A list of all EVs that have transferred to a non-SEVIS
Exchange Visitor Program. EV names display on this
list after the effective date of transfer and will remain on

this list indefinitely.

For each EV and dependent, the list shows the SEVIS
ID, family name, first name (if applicable), visa type
(J-1 or J-2), category, and the effective date of transfer.
Click a link in the Family Name column to see the full

record for that person.

Click the Return to Lists link to return to the Exchange

Visitors and Dependents Menu screen.
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2.5 Creating an Exchange Visitor Form DS-2019

The eligibility process enables designated program sponsors to create, maintain, and print
records (Form DS-2019) for EVs and dependents. In addition, SEVIS provides the capability to
access and update previously created records.

When logging into SEVIS, the system displays the Paperwork Reduction Act screen, which
contains important information about the system. The next screen that displays includes the list
of programs associated with the user’s ID. Exhibit 12, Listing of Programs Screen—New
Exchange Visitor Link, is an example of the screen that displays when an RO or ARO logs into
the system. The screen also shows the location of the New Exchange Visitor link on the Listing
of Programs screen.

Exhibit 12: Listing of Programs Screen—New Exchange Visitor Link

w7 US. Immigratiol
.| and Customs
Enforcement

[ Student & Exchange Visitor EVI
ety Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

Listing of Programs

* Indicates an alert for that program
Name of Program Location (City fState) Status Role Commands

Adler University Frackuille. WA PROGRAM ACTIVE ARC Search Mew Exchange Visitor * Alerts EV Lists Reports
Mational School of Music Highs pire, WA PROGRAM ACTIVE RO Search Mew Exchange Visitor EV Lists Reparts
The Cretian Institute Danvile, WA PROGRAM ACTIVE RC Search Mew Exchange Visitor EW Lists Reports
The Howmnan Program Hartley, WA PROGRAM ACTIVE ARC Search Mew Exchange Visitor * plertz EW Lists Reports
The Farming Institute hinnietan, WA PROGRAM ACTIVE RO Search Mew Exchange Wisitor * plertz EW Lists Reports
Training Institute Exeter, VA PROGRAM ACTIVE RO Search Mew Exchange Wisitor EV Lists Reports

e

ROs and AROs have the option to create a “New Exchange Visitor” (complete Form DS-2019
for an EV and dependents, if any) for any of the programs for which they are assigned a role.
Instructions for completing the Form are provided in the subsequent sections.

New Exchange Visitor
Link

Note: One RO or ARO may begin and save a Form DS-2019 for an EV. Another RO or ARO
may complete and submit the Form. The name of the official who submits and prints the record
from SEVIS will print on the Form DS-2019.

2.51 Complete Page 1 of the Form DS-2019—Personal Information

To create a Form DS-2019 for a new (initial) EV, perform the following:

1. Click the New Exchange Visitor link (on the Listing of Programs screen) to the right of the
name of the program in which the EV wishes to participate. The system displays the New
Exchange Visitor screen for the selected program as shown in Exhibit 13, New Exchange
Visitor Personal Information Screen.
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Exhibit 13: New Exchange Visitor Personal Information Screen

o o4 '-!' Student & Exchange Visitor
- A ™ Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout
New Exchange Visitor For National School of Music
P-1-00040

Enter Initial Information about Exchange Yisitor
Required fields are marked with an asterisk {*)

Visa Type: 3-1

2. First Name: I

4. Suffix: ISalect One;l

6. * Gender: Male © Female O

8. * Country of Birth:

I Select One - l

If the United States or a U.S. territory is chosen, select one of the following:
|select one =1

* o
o Country of Legal Permanent [Selact one =

°  Residence:

12. * Exchange Visitor Category: ITRAINEE [SPECIALTY) -I

Select

i4. Current U.5. Address:
# Address 1:/1230 Main 5t,

Address 2i

* City:|vwanabell
* Gtate:| VIRGINIA =

* Zip Code:|20195 -I
16. * Program Begin Date: | (MMDD )

ResetValues |  SaveDraft | lext

02/04/2005 (Friday)

2. Below is a list with a brief description or explanation for each section/field on this screen.
An asterisk (*) precedes the fields that must be completed. Some of these fields and sections
contain text boxes, drop-down lists, radio buttons, and command buttons. To complete this
screen, enter the following data:

Field/Section Description/Explanation

* 1. Family Name Enter the surname or last name of the EV. If the person
has only one name, enter it in this field.

Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the non-immigrant
does not have a passport, enter the name as it displays
on the National ID card.
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Field/Section

Description/Explanation

. First Name

Enter the first name of the EV. This field may be left
blank if the person has only one name.

Note: Even though this is not a required field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the non-immigrant
does not have a passport, enter the name as it displays
on the National ID card.

. Middle Name

Enter the middle name of the EV. This field may be left
blank if this person has only one name.

Note: Even though this is not a required field in
SEVIS, the DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the non-immigrant
does not have a passport, enter the name as it displays
on the National ID card.

. Suffix

Select a title, such as Junior, that may display at the end
of a person’s name.

. Date of Birth

Enter the EV’s date of birth in MM/DD/YYYY format.

. Gender

Select the EV’s gender, male or female.

. City of Birth

Enter the unabbreviated name of the city where the
person was born.

. Country of Birth

Select the name of the country in which the person was
born.

Note: United States may be selected as the country of
birth if the EV was born to a foreign diplomat or is an
expatriate. If the person was born in the United States
or a U.S. territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the drop-down list in the If
the United States or U.S. Territory is chosen...
field.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, an EV’s personal or program
information may not be created or updated as follows:

e [fan EV’s country of birth (COB) or country of
citizenship (COC) is on the restricted country
list, you may not select or update his or her field
of study to training in aviation maintenance,
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Field/Section

Description/Explanation

flight training or operations, or nuclear-related
studies or training.

e Ifan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.

*

9. Country of Citizenship

Select the name of the country in which the EV
maintains citizenship.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, you may not create or update an
EV’s personal or program information as follows:

e Ifan EV’s COB or COC is on the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight training or operations, or
nuclear-related studies or training.

e [fan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.

*

10. Country of Legal
Permanent Residence

Select the name of the country in which the EV is a
legal permanent resident (LPR).

For most EV applicants, the Country of Legal
Permanent Residence will be the same as the Country of
Citizenship. Some applicants, however, will be
permanent residents of other countries. Note the
difference between permanent and temporary residence.
For example, a French citizen who is teaching in Italy
on a l-year contract, and applying for a J visa from
Italy, would not be considered an LPR of Italy.

*

11. Position

Select an option from the list that most closely matches
the EV’s position in his or her home country.

*

12. Exchange Visitor Category

Select the J visa participant category for the EV. The
options available on the drop-down list relate to those
authorized for your organization by DoS.

*

13. Subject/Field Description

Note: The DoS subject/field codes have been replaced
with the Classification of Instructional Programs (CIP)
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Field/Section

Description/Explanation

codes, 2000 edition, that were developed by the U.S.
Department of Education’s National Center for
Educational Statistics (NCES). The CIP contains code
numbers for instructional programs in all areas of
education and is the accepted Federal Government
statistical standard on instructional program
classifications.

To select the field the EV will be studying or
participating in while in the United States, perform the
following:

1. Click the Select button to display the Select Subject
Code screen, and make a selection from the
Category drop-down list.

2. Click the Search button to view the list of subjects
for the category selected. Find the subject that most
closely matches the EV’s field of study and click its
code at the left end of the row. The system
automatically returns to the Exchange Visitor
Personal Information screen of the Form DS-2019
and the final selection is displayed.

3. If necessary, click the Clear button to remove this
Subject/Field code, and repeat Steps 1 and 2. This is
a required field.

Note: Under Regulation 8 CFR 214.5, an EV from a
country on the restricted country list may not engage in
or seek to obtain training in aviation maintenance, flight
training or operations, or nuclear-related studies or
training. Therefore, you may not create or update an
EV’s personal or program information as follows:

e Ifan EV’s COB or COC is on the restricted
country list, you may not select or update his or
her field of study to training in aviation
maintenance, flight training or operations, or
nuclear-related studies or training.

e [fan EV’s field of study is in aviation
maintenance, flight training or operations, or
nuclear-related studies or training, you may not
select or update his or her COB or COC to a
country that is on the restricted country list.
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Field/Section

Description/Explanation

Subject/Field Rem

arks Enter additional comments regarding the EV’s program
while in the United States or enter None. Do not use
hard returns (that is, do not press the Enter key) when
entering text; doing so may make the text wrap and print
in field 5 on the Form DS-2019. Exhibit 14,
Subject/Field Remarks, shows how the text may print
when hard returns are used.

Note: The text may be shortened on the printed

Form DS-2019 if it is longer than the available space.
However, the entire text may be viewed in SEVIS.

Exhibit 14: Subject/Field Remarks

e
ﬂ;:ﬂ:-;;“

DRAFT

L. Family Name: F
Cornell

Ranler MALE

irst Mamc: Middle Name: Gender:

Date of Birthym Cily of Birth:
07-10-18 lago

Sant

Country of Birth: CTHRCRSAIR C OUmIEy € ote: Cilizenship Country:
SPAIN SP SPAIN

J-1

Legal Permanent Residence Country Code:  Legal Permanent Residence Country: Position Code: Position:

8P SPAIN

410 THE ARTS SROUP

U5 Address:

1. Program Sponsor
National 8chool of Music

Exchange Visitor Program Number:
P-1-00040

Participating Program Olicial Description:
TRAINEE (SFECIALTY)

Purpase of this form:  Bagin new program; accompanled by number (0) of immediate famlly members. / Subject/Field Remarks

3. Form Covers Period:

From fmoz IVYY

T 03-28-2005

5 v asitor Catepory:
TRAINEE (SPECIALTY)

. . Subject/Field Code: Subject/Field Code Remarks:
Ta : 12-30-2005 50.020% Remarks and a hard return.
L L 2 s I
. During the period covered by this form, the wial esfgted financial supportiia [L5. 5 ﬁ%?ﬁﬁﬂ“”&ﬂﬁ"‘ﬁ"ﬂwﬁ”?!ﬂin

Remar

R, /——“ — I
Field/Section Description/Explanation
* 14, Current U.S. Address Sponsors are required to enter the actual and current

U.S. address of all participants into SEVIS (see

22 CFR 62.70(b)). When data are first entered for an
EV applicant who has not yet entered the country,
Current U.S. Address will be the address where he or
she expects to reside, if known. Otherwise, it can be the
address of the program sponsor. When the EV enters
the country and is validated, however, his or her current
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Field/Section

Description/Explanation

U.S. address (where the EV will reside) must be
entered, if different from the one originally used. Please
note, it is the EV’s primary site of activity address that
prints on the Form DS-2019.

Note: When entering data for Secondary Students (high
school students), enter the host family name in the
Address 1 field and enter the street address for the
residence in the Address 2 field. For an Au Pair, enter
the host family’s address.

15. Creation Reason

The only creation reason for new EVs is Begin New
Program. This field is filled in by SEVIS.

*

16. Program Begin Date

Enter the date, determined by the program sponsor, on
which the EV’s participation in your program is
expected to begin. It must be entered in
MM/DD/YYYY format.
The end date, in combination with the program begin
date, must:
e Be equal to or greater than the minimum
duration of participation
and
e (Cannot exceed the maximum duration of
participation for the EV’s selected category, as
identified in the Exchange Visitor Program
regulations.

See Attachment A, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.

*

17. Program End Date

Enter the date, determined by the program sponsor, on
which the EV’s program will end. It must be entered in
MM/DD/YYYY format.

The end date, in combination with the program begin
date, must:

e Be equal to or greater than the minimum
duration of participation

and

e Cannot exceed the maximum duration of
participation for the EV’s selected category, as
identified in the Exchange Visitor Program
regulations or the program sponsor’s
designation.

See Attachment A, DoS Maximum and Minimum
Duration of Participation Rules, for guidance.
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3. Click one of the following buttons:

Reset Values Click this button to return all unsaved entries to the previous values.

Save Draft Click this button to save the data entered. Saving the data will allow an
official to return to the record at a later date and complete and/or submit it
to SEVIS.

Next Click this button to automatically save the data entered and advance to the

next page of the Form DS-2019. If any fields and sections have not been
completed or contain incorrect information, the system will display an
error message indicating the error(s). Make the necessary corrections and
click the Next button again.

2.5.2 Complete Page 2 of the Form DS-2019—Site of Activity

Page 2 of the Form DS-2019 is used to collect program information for the EV. All EVs must
have at least one site of activity. Exhibit 15, Site of Activity Menu, is an example of Page 2.
Note: In Exhibit 15, two sites of activity have already been added for the EV.

Exhibit 15: Site of Activity Menu

Reys US. Immigration
\g. and Customs
Sines Enforcement

| ~ Student & Exchange Visitor S EVIS
k. | Information System
Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

National School of Music
Program Number: P-1-00040
Site of Activity Menu
Exchange Yisitor Information
SEVIS ID:
Farnily Marme: Papparozzi
Firzt Hame: Roberta
Suffix:
Gender: FEMALE
Date of Birth: 11/28/196%
City of Birth: Gaeta
Country of Birth: ITALY
Country of Citizenship: ITALY
Country of Legal Permanent Residence: ITALY
Status: DRAFT
Active/Initial Dependent Count:
Prograrm Murmber: P-1-00040
Program Sponsor: Mational School of Music
Position: 419 - ARTS, OTHER
Category: TRAINEE (SPECIALTY)
Subject/Field Dascription: Voice and Opera
Subject/Field Rermarks: None.
Initial Pragram Begin Date:
IAP-E6 Mumber:
Prograrn Bagin Date 02/28/2005
Prograrm End Date 06/30/2006
Reinstaternent Program Begin Date:
Previous Prograrn End Date:
Visa Type: 3-1
Paszport Murnber:
Viza Foil Mumber:
Visa Issue Date:
Viza Izzue Post:
Paort of Entry:
Date of Entry:
I-94/Aadmission Mumber:

Primary Site

of Activity Site of Activity Address Commands
* Mational School of Music 122 Main St Anytown, VA 20196 Edit
i Mational School of Music, Sunbery Campus 9572 Market 5t Bigeity, WA 20134 Edit Delete
Add Activity \
Previous | Chagge Primary Site of Activity | Hext Print Draft D5-2019 | Links used to edit or
Add Activity Link Existing Sites of Activity delete a Site of Activity

34
November 1, 2005



User Manual for Exchange Visitor Program Sponsor
Users (RO/ARO) of SEVIS: Volume Il Form DS-2019

1. To complete Page 2, click the Add Activity link in the lower-left part of the screen.
Exhibit 16, Exchange Visitor Information Screen—Add Site of Activity, is an example of the
screen that displays.
Note: In Exhibit 16, the Site of Activity fields have been completed.

Exhibit 16: Exchange Visitor Information Screen—Add Site of Activity

w2 U.S. Immigration
-] and Customs
> Hlfuru‘lnl'm

Student & Exchange Visitor S EVIS
-1y Information System
Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

National School of Music
Program Number: P-1-00040
Exchange Yisitor Information
SEVIS ID:
Farnily Mare: Papparozzi
First Mame: Roberta
Suffis:
Gender: FEMALE
Date of Birth: 11/28/196%
City of Birth: Gaeta
Country of Birth: ITALY Q)
Country of Citizenship: ITALY
Country of Legal Permanent Residence: ITALY
Status: DRAFT
Active/Initial Dependent Count: 0
Prograrm Murnber: P-1-00040
Program Sponsor: Mational School of Music
Position: 419 - ARTS, OTHER
Category: TRAINEE (SPECIALTY)
Subject/Field Description: Woice and Opera
Subject/Field Rermarks: None.
Initial Program Begin Date:
IAP-66 Murnber:
Program Begin Date 02/28/2005
Program End Drate 06/30/2006
Reinstaternent Prograrn Begin Date:
Previous Prograrn End Date:
Wiza Type: J-1
Passpart Murnber:
“Wisa Foil Murnber:
Visa Issue Date:
Visa Issue Post:
Port of Entry:
Date of Entry:
I-94/Adrmizzion Mumber:

Add Site of Activity
Required fields are marked with an asterisk (*)
1. * Site of Ackivity|y ouional school of Music

2. 5ite of Activity Address:
* Address 1:[1 53 Main st
Address Z:I

* Y [anytoun

* State: [yIR GINIA =1
* Zip Code:lm _ I_
Add Site of Activity | | ResetValues | | Cancel

02/23/2005 (Wednesday)

2. Below is a list with explanations of the fields on this screen. An asterisk (*) precedes the
fields that must be completed. To complete this screen, enter the following data:

Field Description/Explanation

* 1. Site of Activity Enter the name of the place where an EV will participate
in his or her program.

* 2. Site of Activity Address | Enter the physical location of the site. Do not include a
post office box number in this address.

Note: For an Au Pair, enter the host family’s address.
For Secondary Students (high school students), enter the
address of the high school.
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Field

Description/Explanation

Note: The address that prints in the U.S. Address field on
the Form DS-2019 is the primary site of activity address.

3.

Click one of the following buttons:

Add Site of Activity | Click this button to save the data entered for this EV. The system will
display the Site of Activity Menu screen, and the name, address, city,
state, and zip code for the site display below the EV’s information.
Note: Multiple sites of activity may be added for an EV; follow the
procedures above to add other sites of activity.

Reset Values Click this button to return all unsaved entries to the previous values.

Cancel Click this button to return to the previous page without adding a site

of activity.

Print Draft DS-2019
(on the Site of
Activity Menu screen
[see Exhibit 15])

Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It is recommended that you print a draft copy of the EV’s
Form DS-2019 and review it for accuracy.

2.5.2.1

Change Primary Site of Activity (EV in Draft Status)

The U.S. address that prints on the EV’s Form DS-2019 is the primary site of activity. To
change the EV’s primary site of activity, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV_Lists link).

Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
Click the Next button to advance to the Site of Activity Menu screen.

On the Site of Activity Menu screen, click the radio button to the left of the desired primary

site of activity.

Click the Change Primary Site of Activity button. A message displays indicating that the
primary site of activity has been changed.

Click OK to return to the Site of Activity Menu screen.

2.5.2.2 Edit Site of Activity (EV in Draft Status)

If necessary, the site of activity information for an EV may be edited. To edit the site of activity
for an EV whose record is in Draft status, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
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3. Click the Next button to advance to the Site of Activity Menu screen.

4. Click the Edit link in the Commands column for the site of activity to edit. The Exchange
Visitor Information—Edit Site of Activity screen displays.

5. Make the necessary updates to the data. See Section 2.5.2, Complete Page 2 of the
Form DS-2019—Site of Activity, for detailed instructions on completing the fields on this
screen.

6. Click the Update Site of Activity button to complete the process. The Site of Activity Menu
screen displays.

2.5.2.3 Delete Site of Activity (EV in Draft or Initial Status)

All EVs must have at least one site of activity. However, if the EV has multiple sites of activity
and the EV is in Draft or Initial status, sites of activity may be deleted.

To delete a site of activity, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Site of Activity Menu screen.

4. Click the Delete link in the Commands column for the site of activity that is being deleted.
The Delete Site of Activity screen displays.

5. Review the data to ensure that this is the correct site of activity.

6. Click the Delete Site of Activity button to complete the process. The Site of Activity Menu
screen displays.

2.5.3 Complete Page 3 of the Form DS-2019—Dependent Information
Page 3 of the Form DS-2019 is used to collect dependent information for the EV. Data for the

spouse and child dependent(s) of an EV entering the United States on J visas must be entered
into SEVIS.

Note: If the spouse or child dependent plans to enter the United States on another type of visa,
do not enter his or her information in SEVIS.

Note: If both a husband and wife are entering the United States on J-1 visas, add the dependent
child’s information to only one SEVIS record (Form DS-2019). Do not add the dependent
child’s information to both parents’ records/Forms. Doing so will give the dependent child two
SEVIS records.

Exhibit 17, Exchange Visitor Dependents Menu, is an example of Page 3 of the Form. In
Exhibit 17, a dependent has already been added for this EV. Because the record is still in Draft
status, the EV and dependent have not been assigned their SEVIS IDs.
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Exhibit 17: Exchange Visitor Dependents Menu

F-i Student & Exchange Visitor S EVIS
Sty Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

National School of Music
Program Number: P-1-00040
Exchange Yisitor Dependents Menu
Exchange Yisitor Information
SEVIS ID:

Farnily Marme: Papparozzi
Firzt Hame: Roberta

Suffiz;
Gender: FEMALE
Date of Birth: 11/28/196%
City of Birth: Gaeta
Country of Birth: ITALY ()
Country of Citizenship: ITALY
Country of Legal Permanent Residence: ITALY
Status: DRAFT
Active/Initial Dependent Count: 0
Prograrm Murmber: P-1-00040
Program Sponsor: Mational School of Music
Position: 419 - ARTS, OTHER
Category: TRAINEE (SPECIALTY)
Subject/Field Description: Woice and Opera
Subject/Field Rermarks: None.
Initial Prograrn Begin Date:
IAP-66 Murnber:
Program Begin Date 02/28/2005
Prograrm End Date 06/30/2006
Reinstaternent Program Begin Date:
Previous Prograrn End Date:
YWiza Type: J-1
Paszport Murnber:
Viza Foil Mumber:
Yisa Issue Date:
Visa Issue Post:
Paort of Entry:
Date of Entry:
I-94/Admission Murmnber:

Dependents
SEYIS ID Family Name First Name Relationship Gender Status Commands
Papparazzi Francesco SPOUSE MALE DRAFT Edit Celete

Add Dependent
Previous | Hext Print Draft D5-2019

02/23/2005 (Wednesday)

Add Dependent Dependent
Link

1. To complete Page 3, click the Add Dependent link in the lower-left part of the screen.
Exhibit 18, Exchange Visitor Information Screen—Add Dependent, is an example of the
screen that displays. In Exhibit 18, the Add Dependent section of the screen has already
been completed.
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Exhibit 18: Exchange Visitor Information Screen—Add Dependent

F 1
I5 Student & Exchange Visitor S EVIS
-1y Information System

Main | Listing of Schools | Listing of Programs | Help | Tutorial | Logout

National School of Music
Program Number: P-1-00040
Exchange Yisitor Information
SEVIS ID:
Farnily Mare: Papparozzi
First Mame: Roberta
Suffis:
Gender: FEMALE
Date of Birth: 11/28/196%
City of Birth: Gaeta
Country of Birth: ITALY Q)
Country of Citizenship: ITALY
Country of Legal Permanent Residence: ITALY
Status: DRAFT
Active/Initial Dependent Count: 0
Prograrm Murnber: P-1-00040
Program Sponsor: Mational School of Music
Position: 419 - ARTS, OTHER
Category: TRAINEE (SPECIALTY)
Subject/Field Description: Woice and Opera
Subject/Field Rermarks: None.
Initial Prograrn Begin Date:
IAP-66 Murnbear:
Program Begin Date 02/28/2005
Prograrm End Date 06/30/2006
Reinstaternent Prograrm Begin Date:
Pravious Prograrn End Date:

ey US. Immigration
-] and Customs
> }'l]ful"..\'l”l'ill

Wiza Type: J-1
Paszport Murnber:
Wiza Foil Mumber:
Viza Izzue Date:
Visa Issue Post:
Paort of Entry:
Date of Entry:
I-94/Admission Murnber:

Add Dependent
Required fields are marked with an asterisk (*}

1. * Family Name:

IPapparozzi

2. First Mama: IFrancEscO

3. Middle Name: I

4. Suffix: ISelect One 'I

5. * Data of Birth: |03,K14f1965 (MM{ DD

# g
(o il Male * Female O

7. * Relationship: ISDDUSE 4 I
2. * City of Birth: INapIeS

9. * Country of Birth: IITALV ;I
If the United States or a U.5. territory is chosen, select one of the following:
I Select One ;I

10. * Country of Citizenship: IITALV

11. * Country of Legal
Permanent Residence:

=l
=]

[ITALY

Add Dependent | Rezet Values | Cancel |

02/23/2005 (Wednesday)

2. Below is a list with a brief description or explanation for each field and section on this
screen. An asterisk (*) precedes the fields and sections that must be completed. To complete
this screen, enter the following data:

Field Description/Explanation

1. * Family Name Enter the surname or last name of the dependent. If the
dependent has only one name, enter it in this field.
Note: The DoS Bureau of Consular Affairs has advised
that names should be entered in SEVIS exactly as they
appear on the passport. In the event the non-immigrant
does not have a passport, enter the name as it displays
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Field

Description/Explanation

on the National ID card.

2. First Name

Enter the first name of the dependent. If the dependent
has only one name, leave this field blank.

Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the non-immigrant
does not have a passport, enter the name as it displays
on the National ID card.

3. Middle Name

Enter the middle name of the dependent. If the
dependent has only one name, leave this field blank.
Note: Even though this is not a required field in SEVIS,
the DoS Bureau of Consular Affairs has advised that
names should be entered in SEVIS exactly as they
appear on the passport. In the event the non-immigrant
does not have a passport, enter the name as it displays
on the National ID card.

4. Suffix

Select a title, such as Junior, that may display at the end
of a person’s name.

5. * Date of Birth

Enter the dependent’s date of birth in MM/DD/YYYY
format.

6. * Gender

Select the dependent’s gender, male or female.

7. * Relationship

Select Spouse or Child. A dependent child must be
younger than 21 years of age.

8. * City of Birth

Enter the unabbreviated name of the city where the
dependent was born.

9. * Country of Birth

Select the name of the country in which the dependent
was born.

Note: United States may be selected as Country of
Birth if the dependent was born to a foreign diplomat or
is an expatriate. If the person was born in the United
States or a U.S. territory, perform the following:

1. Complete the Country of Birth field.

2. Select an option from the drop-down list in the If the
United States or U.S. Territory is chosen... field.

10. * Country of Citizenship

Select the country in which the dependent maintains
citizenship.
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Field Description/Explanation
11. * Country of Legal Select the country in which the dependent is an LPR.
Permanent Residence For most dependent applicants, the Country of Legal

Permanent Residence will be the same as the Country of
Citizenship. Some applicants, however, will be
permanent residents of other countries. Note the
difference between permanent and temporary residence.
For example, a French citizen who is teaching in Italy
on a l-year contract, and making application for a J visa
from Italy, would not be considered an LPR of Italy.

3. Click one of the following buttons:

Add Dependent Click this button to automatically save the data entered and return to
the Exchange Visitor Dependents Menu screen. To add another
dependent, repeat the process described above.

Reset Values Click this button to return all unsaved entries to the previous values.

Cancel Click this button to return to Page 3 of the Form DS-2019 without
adding a dependent.

Print Draft DS-2019 | Click this button to print a draft copy of the Form DS-2019. See

(on the Exchange Section 2.5.6, Print a Draft or Final Form DS-2019, for printing

Visitor Dependents instructions.

Men'u sereen [see Note: It is recommended that you print a draft copy of the EV’s

Exhibit 17]) Form DS-2019 and review it for accuracy.

2.5.3.1 Edit Dependent Data (EV in Draft Status)

Dependent data may be edited. To edit the dependent’s data while the EV’s record is in Draft
status, perform the following:

1. Access the Exchange Visitor Information screen for the EV whose record is being updated
(perform a search for the record or use the EV Lists link).

2. Click the Edit DS-2019 link on the Actions menu. Page 1 of the Form DS-2019 displays.
3. Click the Next button to advance to the Site of Activity Menu screen (Exhibit 15).

4. Click the Next button to advance to the Exchange Visitor Dependents Menu screen
(Exhibit 17).

5. Click the Edit link in the Commands column for the dependent whose data are being
updated. The Exchange Visitor Information—Edit Dependent screen displays.

6. Make the necessary changes to the data. See Section 2.5.3, Complete Page 3 of the Form
DS-2019—Dependent Information, for detailed instructions for the fields on this screen.

7. Click the Submit Edit button to complete the process. The Exchange Visitor Dependents
Menu screen displays.
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2.5.3.2 Delete Dependent (EV in Draft Status)

The Delete Dependent option is available only when the EV is in Draft status. To delete a
dependent when the EV’s status is Draft, perform the following:

1.

Access the Exchange Visitor Information screen for the EV whose dependent is being
deleted (perform a search for the record or use the EV_Lists link).

Click the Edit DS-2019 link on the Actions menu. The system displays the first page of the
Form DS-2019.

Click the Next button to advance to the Site of Activity Menu screen.
Click the Next button to advance to the Exchange Visitor Dependents Menu screen.

Locate the name of the dependent to delete and click the Delete link in the Commands
column to delete his or her SEVIS record.

On the Delete Dependent screen, click the Delete Dependent button. The system displays a
message stating that the dependent’s record has been deleted from SEVIS.

2.5.4 Complete Page 4 of the Form DS-2019—Financial Information

Page 4 of the Form DS-2019 is used to collect financial information for the EV and dependents,
if any. The information entered on this page of the electronic Form will print on the EV’s Form
DS-2019. Exhibit 19, Financial Information Screen, is an example of Page 4.

Note: Financial data should reflect the amount of financial support provided to the EV for the
duration of his or her program shown on all Forms DS-2019.
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Exhibit 19: Financial Information Screen

US, Immigratio] L2
and Customs 5 ' Student & Exchange

Enforcement Information System

rams | Help | Tutorial | Logout

onal School of Music
Program Number: P-1-00040
Financial Information
Required fields are marked with an asterisk (*)
Enchange Visitor Information

Farnily Mame: Papparozzi

Suffix:

Date of Birth: 11/28/1968

Country of Birth: ITALY

Country of Legal Permanent Residence: ITALY

Active/Initial Dependent Count: 0

Prograrm Sponsor: Mational School of Music

Category: TRAINEE (SPECIALTY,

Subject/Field Remarks: None.

IAP-66 Murnber:

Prograrm End Date 06/30/2006

Previous Prograrn End Date:

Pazsport Murnber:

Yisa Issue Date:

Port of Entry:

I-94/Admission Murmnber:

*
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MATIOMAL EMDOWMENT FOR THE ARTS

| | '

International Crganization(s): [rmax of 2]

I = N ——

If DTHER is selected, enter the narme of the Organization or Agency belaw,

= s[

If DTHER is Selected, enter the name of the Crganization or Agency Below,

The Binational Commission of the Exchange or's Country:

International Musicians Organization

Personal funds:

02/23/2005 (Wednesday)
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. Below is a list with a brief description or explanation for each section and field on this
screen. An asterisk (*) precedes the fields and sections that must be completed. To complete

this screen, enter the following data:

Field/Section

Description/Explanation

19. During the period covered by this
program, the total estimated
financial support (in U.S. dollars)
is to be provided to the exchange
visitor by:

Note: The EV must have at least one source of
funding listed in Sections 19 and/or 20 of the
electronic Form DS-2019.

Enter the following information, as applicable.

Current Program Sponsor

If applicable, enter the amount, in U.S. dollars,
that the program sponsor will contribute to the
EV.

This program sponsor (has/has
not) received funding for
international exchange from one
or more U.S. Government
Agency(ies) to support this
exchange visitor. If any U.S.
Government Agency(ies) provided
funding, indicate the Agency(ies)
by code below.

Select has or has not to indicate whether the
EV has received direct or indirect funding from
U.S. Government agencies. This is a required
field.

e Direct Funding—Financed in whole or
in part by the U.S. Government or the
EV’s government with funds contributed
directly to the EV in connection with his
or her participation in an Exchange
Visitor Program.

¢ Indirect Funding—Financed by one of
the following:

— An international organization with
funds contributed by either the U.S.
Government or the EV’s government
for use in financing international
educational and cultural exchanges.

— An organization or institution with
funds made available by either the
U.S. Government or the EV’s
government for the purpose of
furthering international educational
and cultural exchanges.

Note: If has is selected in response to this
statement, complete Section 20 of the electronic

Form DS-2019.
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Field/Section

Description/Explanation

*

20. Financial Support from

organizations other than the
sponsor will be provided by one of
the following:

The EV must have at least one source of
funding listed in sections 19 and/or 20 on the
electronic Form.

If necessary, complete one or more of the fields
in this section.

Note: All dollar amounts must be entered in
SEVIS without commas and periods, and should
be rounded to the nearest dollar. For example,
$25,057.89 should be entered in SEVIS as
25058.

U.S. Government Agency(ies)
[maximum of two]

Select the agency from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other is selected, enter the name of
the organization in the text box provided. The
name and amount of funding will print on the
Form DS-2019.

International Organization(s)
[maximum of two]

Select the organization from which the EV has
received funding, and enter the amount in U.S.
dollars.

Note: If Other is selected, enter the name of
the organization in the text box provided. The
name and amount of funding will print on the
Form DS-2019.

The Exchange Visitor’s
Government

Enter the amount, in U.S. dollars, that the EV’s
government is contributing.

The Binational Commission of the
Exchange Visitor’s Country

Enter the amount, in U.S. dollars, that the
Binational Commission is contributing.

All other organizations providing
support

Enter the total amount, in U.S. dollars, that all
other organizations are contributing.

Note: Enter each organization name and the
amount of money being given to the EV. For
example, ABC Agency (500), DEF
Organization (2500), XYZ (2000). (Only 80
characters can be entered into this field.)

The names and amounts of funding will print on
the Form DS-2019.

Personal Funds

Enter the amount, in U.S. dollars, that the EV is

contributing.

45
November 1, 2005




User Manual for Exchange Visitor Program Sponsor
Users (RO/ARO) of SEVIS: Volume Il Form DS-2019

2. Click one of the following buttons:

Previous Click this button to return to the previous page of the Form DS-2019.

WARNING: Be sure to save the data entered on this page before
selecting the Previous button. The unsaved data that were entered on
this page will be lost if not saved first.

Reset Values Click this button to return all unsaved entries to the previous values.

Submit DS-2019 Click this button to save the EV’s Form to SEVIS. See Section 2.5.5,
Submit the Form DS-2019, for additional information.

Save Draft Click this button to save the data entered. Saving the data will allow

an official to return to the record at a later date and complete and/or
submit it to SEVIS.

Print Draft DS-2019 | Click this button to print a draft copy of the Form DS-2019. See
Section 2.5.6, Print a Draft or Final Form DS-2019, for printing
instructions.

Note: It is recommended that you print a draft copy of the EV’s
Form DS-2019 and review it for accuracy before submitting it to
SEVIS.

2.5.5 Submit the Form DS-2019

To submit an EV’s record to SEVIS, click the Submit DS-2019 button on the Financial
Information screen, the last page of the electronic Form DS-2019. The system will display a
message stating that the record has been successfully created. This message screen will also
show the first and last name and the SEVIS ID for the EV and each dependent.

Note: If the submission is not successful, an error message will display stating the reason.
Correct the error(s) indicated and then submit the Form again.

When the Form is successfully submitted, print a final copy of the Form DS-2019 for the EV and
dependents, if any. See Section 2.5.6, Print a Draft or Final Form DS-2019, for instructions.
Click the Return button to go to the Listing of Programs screen.

Note: The purpose that prints on the Form will be “Begin New Program; accompanied by
number (count) of immediate family members,” where “count” indicates how many dependents
an EV has, if any.

2.5.6 Print a Draft or Final Form DS-2019

A draft copy of the Form DS-2019 may be printed from various screens within SEVIS and a
final Form DS-2019 may be printed following submission of the Form in SEVIS. A draft copy
of the SEVIS Form DS-2019 is identified by the word “draft” printed on the top of the Form.
The SEVIS ID for the EV and/or dependent(s) and bar code will not be printed on the draft
Form. The draft Form DS-2019 may be printed prior to submission of the Form so that the data
may be reviewed for accuracy. Changes to the Form may be made prior to submission. When
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the Form DS-2019 for a new EV and/or dependent(s) is submitted in SEVIS, the status of the
records for the EV and dependent(s) will change from Draft to Initial status.

A final Form DS-2019 should be printed for a new EV following submission of the Form in
SEVIS. The final Form includes the bar code and SEVIS ID, and “draft” is removed from the
top of the Form. The final SEVIS-generated Form DS-2019 should be signed in blue ink and
given to the EV and dependents, if any. See Section 2.5.7, Signature on SEVIS Form DS-2019,
for instructions regarding the signature on the Form.

Note: The printed Form will have the EV’s or dependent’s SEVIS ID in the upper-right corner,
above the bar code. It begins with the letter “N,” which is followed by 10 digits (for example,
N0123456789).

Note: See Section 2.6.2.3.4, Reprint Form DS-2019 for a Dependent (EV in Initial Status), for
instructions on reprinting the Form for dependents.

To print a copy of the Form DS-2019 for an EV, perform the following:

1. Click the Print Draft DS-2019 or the Print Final DS-2019 button. A new browser window
opens and the Form DS-2019 displays using Adobe Acrobat from which a copy of the Form
may be sent to a designated printer.

Note: During the launch of Adobe Acrobat, a File Download window may display. To
prevent this window from displaying in the future, click in the box next to always ask before
opening this type of file to remove the check mark. Select the Open button to view the
Form DS-2019.

2. When the Form DS-2019 displays in the Adobe Acrobat window, use the scroll bar on the
right side of the window to view additional pages of the Form.

3. Click the Print ( & ) button on the Adobe Acrobat toolbar. The Print window displays.

4. Ensure that the name of the printer is listed in the Name field in the Print window. If it does
not show the correct printer, click the down arrow to the right of the field and select the
correct printer.

5. Click OK and the Form DS-2019 will be printed on the designated printer.

6. Click the Close (Xl) button on the Adobe Acrobat window to close the window.
Note: Ifan EV is subject to the Two-Year Home-Country Physical-Presence requirement
(Section 212(e) of the of the Immigration and Nationality Act and PL-94-484, as amended),

the appropriate boxes will be checked in the section below Section 8 on the printed
Form DS-2019.

2.5.7 Signature on SEVIS Form DS-2019

According to regulations, SEVIS-generated Forms DS-2019 should be printed in black ink and
the original copy of the Form DS-2019 must be signed in blue ink. Signing the Form in blue ink
permits anyone viewing the Form to easily distinguish an original copy from a photocopy.
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Note: The Form must be signed by the RO or ARO whose name is printed on the copy of the
Form that will be provided to the EV and dependents, if any.

Do not send copies of the SEVIS Forms DS-2019 to the U.S. Department of State. There is no
longer a need to send a copy of the Form DS-2019 to the Department. SEVIS electronically
collects and maintains information submitted to generate Forms DS-2019 issued to potential EVs
and their dependents.

2.5.8 Reprint a Form DS-2019

When an EV and/or dependent is in Active status, his or her From DS-2019 may be reprinted for
the following reasons: lost, stolen, damaged, or other.

When an EV and/or dependent is in Initial status, his or her Form DS-2019 may be reprinted for
the following reasons:

e Permit EV’s (count) dependents to enter United States separately (where “count” is the
number of dependents for the selected EV).

e Begin new program; accompanied by number (count) of immediate family members
(where “count” is the number of dependents for the selected EV).

e Other—Text that is entered in the If Other, Please Comment text box prints in the
“Purpose of the Form” section of the Form DS-2019.

To reprint a Form, perform the following:

1. On the Exchange Visitor Information screen (see Exhibit 20, Exchange Visitor Information
Screen—Initial Status, or Exhibit 24, Exchange Visitor Information Screen—Active Status)
or the Exchange Visitor Information/Dependent Information screen, click the
Reprint DS-2019 link on the Actions menu (left side of screen). The Reprint DS-2019
screen displays.

2. Select the appropriate reason for reprinting the Form. If Other is selected, enter an
explanation in the text box provided. For example, if reprinting the Form for a participant in
Initial status because the first attempt to print failed, select Other as the reason and enter the
following comment in the If Other, Please Comment text box, “Begin New Program.”

3. Enter optional comments in the Remarks text box.

4. Click the Reprint DS-2019 button. A message displays stating that the update was
successful (the reason for reprinting the Form was saved to SEVIS).

5. Click the Print Final DS-2019 button. A new browser window opens and the
Form DS-2019 displays using the Adobe Acrobat from which a copy of the Form may be
sent to a designated printer.

Note: During the launch of Adobe Acrobat, a File Download window may display. To
prevent this window from displaying in the future, click in the box next to always ask before
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opening this type of file to remove the check mark. Click the Open button to view the
Form DS-2019.

6. When the Form DS-2019 displays in the Adobe Acrobat window, use the scroll bar on the
right side of the window to view additional pages of the Form.

7. Click the Print ( & ) button on the Adobe Acrobat toolbar. The Print window displays.

8. Ensure the name of the printer in the Name field is the printer from which the Form will
print. If it does not show the correct printer, click the down arrow to the right of the field and
select the correct printer.

9. Click OK and the Form DS-2019 will be printed on the designated printer.
10. Click the Close (XI) button on the Adobe Acrobat window to close the window.

Note: The Form DS-2019 must be signed in blue ink by the program sponsor official whose
name is printed on the Form.

Note: Ifan EV is subject to the Two-Year Home-Country Physical-Presence requirement
(Section 212(e) of the of the Immigration and Nationality Act and PL-94-484, as amended), the
appropriate boxes will be checked in the section below Section 8 on the printed Form DS-2019.

2.5.9 Reprint a Form DS-2019 for Academic Training

A student may participate in academic training programs during his or her studies, with approval
of the academic dean or advisor and the RO. When approving academic training, the EV’s
SEVIS record must be updated and a Form DS-2019 printed and provided to the EV, and
dependents, if any.

To update the EV’s Form DS-2019 with academic training information, perform the following:

1. On the Exchange Visitor Information screen, click the Reprint DS—2019 link on the Actions
menu (left side of screen). The Reprint DS—2019 screen displays.

2. Select Other as the reason for reprinting the Form.
3. Enter the following information in the If Other, Please Comment text box, “Academic
Training (mm/dd/yyyy—mm/dd/yyyy).”
Note: This text will print in the Purpose of This Form section of the EV’s Form DS-2019.
4. Optional comments may be entered in the Remarks text box.

5. Click the Reprint DS-2019 button. A message displays stating that the update has been
successful (the reason for reprinting the Form has been saved to SEVIS).

6. Click the Print Final DS-2019 button on the message screen. A new browser window
opens and the Form DS-2019 displays using the Adobe Acrobat from which a copy of the
Form may be sent to a designated printer.

Note: During the launch of Adobe Acrobat, a File Download window may display. To
prevent this window from displaying in the future, click in the box next to always ask before
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10.
I11.

opening this type of file to remove the check mark. Click the Open button to view the
Form DS-2019.

When the Form DS-2019 displays in the Adobe Acrobat window, use the scroll bar on the
right side of the window to view additional pages of the Form.

Click the Print button on the Adobe Acrobat toolbar. The Print window displays.

Ensure the name of the printer in the Name field is the printer from which the Form will
print. If it does not show the correct printer, click the down arrow to the right of the field and
select the correct printer.

Click OK and the Form DS-2019 will be printed on the designated printer.

Click the Close (X]) button in the upper-right corner of the Adobe Acrobat window to close
the window.

Note: The Form DS-2019 must be signed in blue ink by the program sponsor official whose
name is printed on the Form.

Note: If an EV is subject to the Two-Year Home-Country Physical-Presence requirement
(Section 212(e) of the of the Immigration and Nationality Act and PL-94-484, as amended),
the appropriate boxes will be checked in the section below Section 8 on the printed

Form DS-2019.
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2.6 Exchange Visitor Information Screen—lInitial Status

The Exchange Visitor Information screen provides a snapshot of the information that has been
entered on the Form DS-2019. On the left side of the screen there are links to the actions
available for EVs whose records are in Initial status. Exhibit 20, Exchange Visitor Information
Screen—Initial Status, is an example of the screen.

Note: Initial status indicates that the EV and/or dependent records have been created and
submitted (saved to the SEVIS database) but the EV has not entered the United States or has not
reported to the program sponsor and been validated in SEVIS. Validation is the process of
updating the record to show that the EV has actually arrived at the site of activity in the United
States identified by the program sponsor and is participating in his or her program.
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Exhibit 20:

7o US. Immigrationss
and Customs
Enforcement

| Listing of Schools | g of Programs | Help | Tutor

Actions:

Personal Information
SEVIS ID: NOODOD091823

armnend Program

Cancel BY Farnily Narme: Schumacher
First Narne: Renee
Mo Sh
S Middle Narme:
Reprint DS-2019 Suffis

Gender: FEMALE
Crate of Birth: 0F /20/1965
City of Birth: Bigcity
Country of Birth: ANDDRRA

Walidate Program
Participation

Category and
SubjectField

Cependents

Active/Ini